
Submitting your Final RTR Progress Report 
through Interfolio

You will receive an email from noreply@interfolio.com with a link 
to your case packet once created. RTR Final Progress Reports are 
due by June 30, 2025.

You can also log-in to Interfolio at any time to update your 
“Activities” and access your case packet by following the steps 
below:

Go to interfolio.com
Select Log-In
Select "Sign in with partner institution"
In search box, type Kean University and sign in using your Kean 
credentials.

Faculty who received Release Time for Research should report on their progress at the end of the academic year in which the 
award is made (by June 30).  You must complete the RTR Final Progress Report form and update and provide copies of any 

manuscript drafts and/or published work and any planned, submitted or funded grants produced during this period (AY24-25) 
under the respective Faculty Activity Reporting “Activities” sections of Interfolio.

http://interfolio.com/


You must update and provide copies of any manuscript drafts and/or published work and any planned, submitted or funded grants 
produced during this period (AY24-25) under the respective Faculty Activity Reporting “Activities” sections of Interfolio. 

**Review all sections closely**

STEP 1: Updating ACTIVITIES Sections

Click “Add” to populate a section 
with new information

Select the pencil icon to edit
“X” will delete an entry

Confirm that the Term column reflects the actual date of the 
activity.  To update the status or term, select the pencil icon, 

then “manage status”.  Once updated you can close the 
window to see the change reflected.

Click the blue triangle to expand a 
section and view instructions.



Attaching Files to Individual Entries in “Activities” Sections

Fill in all required form fields for each 
entry.  Be sure to update the status 
and select the correct semester for 

the activity.

Upload copies of manuscripts, etc. 
under the “Attachments” section.



After updating your Activities sections, Select “Your Packets” on the left side

Click the “Kean University” link 
for the RTR Final Progress Report

STEP 2: Completing the RTR Final Progress Report Form



The “Overview” page outlines requirements for the RTR Final Progress Report
Click “Edit” or “Packet” to access the form Click “View Instructions” to view 

details about the process



There is 1 Required Item under the “Candidate Documents” section:
Click “Fill Out Form” to complete the RTR Final Progress Report AY24-25

If the section is not 
expanded, click the 

arrow

To view the questions on the form prior to completing it in 
Interfolio, visit the Faculty Forms Website and select the “RTR 

Final Progress Report” link for full details

After completing the form, Click “Save 
Responses” & “Return to Packet”

Once the form is complete, the status will change to “Completed – Not Yet Submitted”
You can confirm your final responses by selecting “Edit” prior to Submitting

**Important note: the only way to view your responses is via the “edit” option as a 
final copy will not be available to you in the system after submission 

(you can email interfolio@kean.edu to request a copy)

You must hit “Submit” after completing the form in order for the 
case packet to be sent forward for review

https://www.kean.edu/offices/academic-affairs/faculty-forms
mailto:interfolio@kean.edu


Click “Your Packets” to return to the main 
page to confirm that the status on the 

packet shows the submission date.

How to Confirm that the RTR Final Progress Report was successfully submitted:

If you have any questions, please email interfolio@kean.edu 

mailto:interfolio@kean.edu
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